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INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicated. Any dis_crepancig; with policy,
“Remarks” section. Additionally, such

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the
discrepancies andlor deficiencies shall be documented on an Exceptions Document and addresse

d to the next level of command.

Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) take_zn. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

X Division Level [] Command Level
[[] Executive Office Level (] Voluntary Self-Inspection O(l G’f%’x—p
¥ eard- . i Commander's Sigriajdr Date:
Follow-up Required: [_] Follow-up Inspection /M 06/11/2009
7

[]Yes No

For applicable policy, refer to: HPM 11.1, Chapter 22

o

1. Isa CHP 78 Contract Request used to initiate all Rematks:
service contracts which are repetitive, regardless of Yes | [INo |[INA '
the estimated dollar value?

I 2. Isa CHP 78 Contract Request used for one-time Remarks:
services exceeding $4,999.99? [(JYes | XINo |[JNA '

3. s the Office of Primary Interest (OPI) tracking  Tracki b
numbering beginning with the requesting command ] Yes No | [IN/A Sg@iﬁjfy’?ﬁe'ggp?“m SR
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

4. lsthe perfbrmance of contract services monitored Rtars:
and documented? K yes | [JNo |[INA :

5. Are all copies of correspondence with the vendor ,
maintained? K vYes | [INo |[IN/A | Remarks

6. Are letters for contracts documented and maintained Remarks:
which outline any problems related to substandard or | [ Yes | I No | LIN/A '
non-performance of the vendor?

~ 7. Is the final product to be delivered described Remarks:
specifically and in as much detail as possible in the Xl Yes | [IJNo |[INA '
CHP 78?

8. Are all required levels of approval/signature obtained, ks:
including the required documentation and approvals | [1Yes | [JNo | [XIN/A RS
for expedite and emergency contracts per HPM 11.1,

Chapter 22, before forwarding the CHP 78 or CHP
78A?
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9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

(1 Yes

I No

X N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

Yes

] No

CIN/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

[INo

CIN/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

I No

L1 N/A

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

] No

LIN/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

15 Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

[] No

CIN/A

Remarks:

(] No

L1 N/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

Yes

[J No

L1 N/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[]Yes

[1No

> N/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

] No

CIN/A

Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

] Yes

] No

X N/A

Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%7

[] Yes

[J No

1 N/A

Remarks:
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21. Is the length of the contract amendment request
more than one year?

[] Yes

I:INO

X N/A

Remarks:

22.

Are amendments requested before the expiration of
the original contract?

[ Yes

] No

N/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

] Yes

X No

1 N/A

Remarks:

24.

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[] Yes

] No

X N/A

Remarks:

25.

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

(1
(2)
(3)
(4)
)

Avionics Maintenance and Repair
Helicopter Maintenance and Repair
Instructor Services (on-site)
Janitorial Services

Consulting Services

[] Yes

I No

N/A

Remarks:

26

Is a driver license check conducted for, but not

limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1)
(2)
(3)
(4)
(5)
(6)
(7
(8
(9)

(10)

Alarm and Fire Alarm Monitoring

Camera Maintenance and Repair

Carpet Installation

Diesel Generator Maintenance and Repair
Dishwasher Maintenance and Repair

Elevator Maintenance and Repair

Fire Extinguisher Service

Garage Door Maintenance and Repair

Graphic Arts Equipment Maintenance and Repair
Heating, Ventilation, and Air Conditioning Service

(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

] Yes

] No

X N/A

Remarks:
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27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[ Yes

X No

CIN/A

Remarks: Only if discrepancies are
noted.

28. Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

[]Yes

[J No

N/A

Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

[ No

CIN/A

Remarks:

30. Is a log sheet maintained for a diary of activities
related to the contract?

4 Yes

] No

(I N/A

Remarks:

31. Is a computer file prepared for all contracts
administered?

Yes

[ No

[ N/IA

Remarks:

32. Is a spreadsheet prepared listing all expenditures? )

X Yes

] No

(I N/A

Remarks:

33. Is the notification to the contractor documented for
the start date for services to begin?

X Yes

I No

CIN/A

Remarks:

34. Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

Yes

[J No

CJ N/A

Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

(] Yes

[J No

X N/A

Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Voal. |, Ch. 3, Section 3.02.5)

] Yes

[J No

X N/A

Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

[] Yes

"] No

DX N/A

Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

[]Yes

[ No

B N/A

Remarks:

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. [,
Ch. 4, Section 4.09)

] Yes

X1 No

CINA

Remarks:
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STATE OF CALIFORNIA Command: Division: Number:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Erapevinel: F. Cenral

COMMAND INSPECTION PROGRAM Evaluated by: Date:

INSPECTION CHECKLIST Lt. S. A. Netzor 117162008
Assisted by: Date:

Chapter 3, Command Procurements N/A

Contracts

INSTRUCTIONS: Answer individual itemns with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with palicy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspeclor's SW
XJ Command Level 5/%/ e e

[] Division Level

[] Executive Office Level (] Voluntary Self-Inspection

Follow-up Required: L] Follow-up Inspection | Commander's Signaluzs; .
[ ]Yes Xl No 5% %’— /'///‘27 2

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all e
service contracts which are repetitive, regardlessof | XJYes | (1 No | [JN/A | Remarks:

the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time Remarks:
services exceeding $4,999.997? X Yes | [ONo |[JN/A | Remans:

3. Is the Office of Primary Interest (OPI) tracking i
numbering beginning with the requesting command | X Yes | [JNo | [JN/A | Remarks:
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 78?7

4. 1s the performance of contract services monitored

and documented? X Yes | [INo |[JN/A | Remarks:
5. Are all copies of correspondence with the vendor -
maintained? X Yes [INo |[JNA Remarks:

6. Are letters for contracts documented and maintained
Remarks:

which outline any problems related to substandard or | [ Yes | [ No | [JN/A
non-performance of the vendor?

7. Is the final product to be delivered described P
specifically and in as much detail as possible in the MYes | [ONo |[JN/A | Remarks:

CHP 787

8. Are allrequired levels of approval/signature obtained,
including the required documentation and approvals | [X] Yes | [ No | [JN/A | Remarks
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7?

CHP 680F (Rev. 08-08) OFPI 010
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9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

Yes

] No

[ N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

K Yes

(] No

LINA

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

] No

I N/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

[ No

(] N/A

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

] No

CIN/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

(] No

CIN/A

Remarks;

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

] No

CIN/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

X Yes

[]No

LIN/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

[T] No

[IN/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

[1No

(I N/A

Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager’s contract file?

X Yes

[ No

L1 N/A

Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%7?

[ 1Yes

X No

L] N/A

Remarks:

CHP 680F (Rev. 09-08) OP] 010
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21. Is the length of the contract amendment request
more than one year?

[ Yes

X No

L__] N/A Remarks:

22, Are amendments requested before the expiration of
the original contract?

X Yes

[ No

[:] N/A Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

X Yes

[1No

D N/A Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

X Yes

[]No

D N/A Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

X Yes

CJNo

D N/A Remarks:

L

26, Is adriver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Mainienance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Condilioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

X Yes

[JNo

D N/A Remarks:
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27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes

] No

CINA

Remarks:

28. |Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

B Yes

O No

(I N/A

Remarks:

29. Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

] No

CIN/A

Remarks:

30. Is a log sheet maintained for a diary of activities
related to the contract?

Yes

1 No

[1N/A

Remarks:

31. |s a computer file prepared for all contracts
administered?

X Yes

[ ] No

CIN/A

Remarks:

32. |s a spreadsheet prepared listing all expenditures?

X Yes

] No

LINA

Remarks:

33. Is the notification to the contractor documented for
the start date for services to begin?

X Yes

(1 No

LIN/A

Remarks:

34. |s the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes

[ No

CINA

Remarks:

35. ‘Do consultant services contracts of $1,000 or more
contain detailed performance criteria and .a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

X Yes

[INo

CIN/A

Remarks:

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

X Yes

[]No

CIN/A

Remarks:

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

] No

[ N/A

Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 18130 & SCM Vol. |,
Ch. 7, Section 7.05)

X Yes

I No

1 N/A

Remarks:

38. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

[]Yes

X No

LI N/A

Remarks:

CHP 680F (Rev, 09-08) OPI 010
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STATE OF CALIFORNIA -
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: gg’rﬁ:‘;{‘bwision Number:
COMMAND INSPECTION PROGRAM | Sonora _ F2CE
INSPECTION CHECKLIST Jeanie Keaster 12/19/2008
Chapter 3, Command Procurements Assisted by: Date:
Contracts

INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[[] Division Level

] Executive Office Level

X Command Leve!

] Voluntary Self-Inspection

Lead Inspector's Signature:

Do S

Follow-up Required: ] Follow-up Inspection Date:
[1Yes No \2 2R /)08

For applicable policy, refer to. HPM 11.1, Chapter 22

Comanders Signatur, / 3
/7, (ﬁ?y& A

1.

Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

CYes | ONo | KIN/A

Remarks: Many of the following
contracts are handled by Pete Conejo
in the Facilities Section.

Is a CHP 78 Contract Request used for one-time
services exceeding $4,999.997

Remarks:

[dYes | [ONo | XIN/A

Is the Office of Primary interest (OP1) tracking
numbering beginning with the requesting command
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

Remarks:

] No N/A

[1Yes

Is the performance of contract services monitored
and documented?

Remarks:

LIN/A

X Yes | [JNo

Are all copies of correspondence with the vendor
maintained?

Remarks:

[JYes | CINo | XIN/A

Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

Remarks:

CINo | XIN/A

[ Yes

ts the final product to be delivered described
specifically and in as much detail as possible in the
CHP 78?7

Remarks:

X Yes | CINo | IN/A

Are all required levels of approval/signature obtained,
including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

Remarks:

CINo | LIN/A

X Yes

CHP 680F {Rev. 09-08) OP1010
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9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

] Yes

[ No

X N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

I No

CIN/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

K Yes

1 No

L1 N/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

[ No

CIN/A

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

I No

CIN/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

Yes

] No

[1N/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

O No

CIN/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

Yes

I No

CIN/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

] Yes

[ No

X N/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

1 No

C1N/A

Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

] Yes

I No

B N/A

Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%?

[ Yes

] No

N/A

Remarks:

CHP 680F (Rev. 08-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. Is the length of the contract amendment request Remarks:
more than one year? [JYes | [1No N/A | Remarks:

22. Are amendments requested before the expiration of Remarks:
the original contract? [Yes | [INo |[XIN/A | Remarks.

23. Is a service contract on a CHP 78, Contract Request TN
initiated for any commercial meeting/conference [ Yes No | [JN/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?

24. Do conference room rental costs exceeding the $500 e
per day limit have pre-approval from Assistant (JYes | [INo N/A | Remarks:
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and B erafe:
Federal Bureau of Investigation (FBI) fingerprint Yes | O No |[JN/A | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(6) Consulting Services

26. |s a driver license check conducted for, but not n -
limited to, all of the following types of agreements, if | []Yes | [ No N/A | Remarks:

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Atarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

CHP 680F (Rev. 09-08) OP1 010
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27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along Yes | [ONo | JN/A | Remarks:
with the contract number for retention after
Commander review?

28. Is CSU advised by the command to determine if ‘e
adverse information discovered is grounds for [(dYes | [No N/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

29. Are all invoices, records, and relevant documentation ‘e
maintained for three years after the final payment of Yes | [ONo | []N/A | Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities .
related to the contract? OYes | XNo | [JN/A | Remarks:

31. Is a computer file prepared for all contracts ‘s:
administered? [JvYes | (ONo | [XIN/A | Remarks:

32. |s a spreadsheet prepared listing all expenditures? ,

D Yes D No & N/A Remarks:

33. Is the notification to the contractor documented for ‘
the start date for services to begin? Yes | [OINo | [JN/A | Remarks:

34. Is the contractor contacted to determine if all invoices ,
have been received in order to oversee the [JvYes | [ONo | XN/ | Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more s
contain detailed performance criteria and a schedule | []Yes | [JNo | [IN/A | Remarks:
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor ‘s
Evaluation form for consultant contracts? ClYes | (ONo | X N/A | Remarks:

(SCM Vol. [, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the o
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) K Yes | [ONo | [JN/A | Remarks:

38. Are the requirements for Government Code Section ——
19130 (a) or (b) documented and justified for CYes | INo N/A | Remarks.
personal service contracts? (GC 18130 & SCM Vol. |,

Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final -y

approval and execution of the contract? (SCM Vol. |, | [JYes | XINo | [JN/A | Femars

Ch. 4, Section 4.09)
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division Number:

COMMAND INSPECTION PROGRAM agg;ONW'LLOW CENTRAL

INSPECTION CHECKLIST Evalualed by s

Chapter 3, Command Procurements MARIA PAGANO, OFFICER 11-19-08

Contracts Assisted by: Date:
LORIE BERGER 11-19-08

Page 10f4

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed o the next level ot command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up

Inspaction, the “Follow-up Inspection” box shall be marked and only deficient items need lo be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[]Yes X No

A A e

e

[] Division Level Command Level M 97
VoL 7
[[] Executive Office Level [] Voluntary Self-Inspection b‘% /\/\_/\
FO”OW-Up Required: [:] Follow-up Inspection Commander's Signature: Date:
I -2¢ 08

For applicable policy, refer to; HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all .
service contracts which are repetitive, regardiess of K Yes | [JNo | [JN/a | Remarks:
the estimated dollar value?

2. s a CHP 78 Contract Request used for one-time .
services exceeding $4,999.99? Yes | [JNo |[JN/A | Remarks:

3. s the Office of Primary Interest (OPI) tracking _
numbering beginning with the requesting command Yes | [JNo | [JN/A | Remarks:
three-digit logation code used, followed by "CP" for
contract payable listed on the CHP 787

4, s the performance of contract services monitored .
and documented? Yes | [JNo |[JNa | Remarks:

5. Are all copies of correspondence with the vendor .
maintained? Yes | [[JNo |[]Ni/p | Remarks:

6. Are letters for contracts documented and maintained '
which outline any problems related to substandard or | X Yes | [JNo | [JN/A | Remarks:
non-performance of the vendor?

7. s the final product to be delivered described .
specifically and in as much detail as possible in the XK Yes | [INo |[]JN/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained, .

Yes D No D N/A Remarks:

including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP

78A7
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

Page

20f4

hg.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for

expedited processing?

Yes

I No

[ N/A

Remarks:

10.

Is all work completed and accepted by the
Departmenl before expiration of contract agreement?

Yes

(I No

CIN/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

I No

] N/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed? :

X Yes

I No

CINIA

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

Xl Yes

CIN/A

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the

final invoice?

Yes

I No

[ N/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management

Section for payment?

X Yes

] No

1 N/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

X Yes

] No

[ N/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

[ No

(T N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 788, Conflict of
Interest Statement, Employee, form?

X Yes

[JNo

CIN/A

Remarks:

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager’s contract file?

X Yes

[J No

LI N/A

Remarks:

20.

Are contract amendment request dollar amounts’
increased more than 30%7

[]ves

X No

[ ] N/A

Remarks:

CHP GBOF (Rev 09-08) OPI1 010




"STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

Page 3of4

r 21. Is the length of the contract amendment request
more than one year?

[]Yes

[ No

CIN/A

Remarks:

22. Are amendments requested before the expiration of
the original contract?

Yes

1 No

LI N/A

Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,8989.99 in

total cost?

[] Yes

No

I N/A

Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

4 Yes

[1No

I N/A

Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver iicense checks conducted for all of

the following types of agreements:

) Avionics Maintenance and Repair

(2) Helicopler Maintenance and Repair
) Instructor Services (on-site)

(4) Janitorial Services

(5) Consuiting Services

[]VYes

[ No

X N/A

Remarks: CONDUCTED BY
HEADQUARTERS

26. |s a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Malntenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painling Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

[ Yes

] No

X N/A

Remarks: CONDUCTED BY
HEADQUARTERS
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

Page 4 of 4

[

27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes

[[] No

L1 N/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

Yes

] No

L] N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

Yes

[J No

[T N/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

[] Yes

X No

L N/A

Remarks: INVOICE RECEIVED AT
THE TIME THE SERVICES WHERE

RENDERED

31.

Is a computer file prepared for all contracts
administered?

(] Yes

(] No

N/A

Remarks:

32.

Is a spreadshest prepared listing all expenditures?

[] Yes

X No

LIN/A

Remarks:

33.

is the notification to the contractor documented for
the start date for services to begin?

X Yes

[ No

[IN/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

[] Yes

[ No

N/A

Remarks: COMPLETED BY
HEADQUARTERS

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

[] Yes

(] No

N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

[] Yes

] No

N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

P Yes

I No

LI N/A

Remarks:

38.

Are the requirements for Government Code Section

19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)

[] Yes

[JNo

X N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,

[] Yes

X No

L1 N/A

Remarks:

Ch. 4, Section 4.09)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: givisioln: ?umber:
COMMAND INSPECTION PROGRAM Evgﬁalfisn entra DZC:

: e
INSPECTION CHECKLIST C. Whitty, 12228 .
Chapter 3, Command Procurements Aosiiod by: L
Contracts

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[C] Division Level

[ ] Executive Office Level

X Command Level

[] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

] Follow-up Inspection

Datq:

7 /1388

[]Yes > No /
For applicable policy, refer to: HPM 11.1, Chapter 22 V
1. s a CHP 78 Contract Request used to initiate all '
service contracts which are repetitive, regardless of | [X] Yes | [JNo | [J N/A | Remarks:
the estimated dollar value?
2. lIsa CHP 78 Contract Request used for one-time _
services exceeding $4,999.99? X Yes | [INo |[JN/A | Remarks:
3. Isthe Office of Primary Interest (OPI) tracking .
numbering beginning with the requesting command X Yes | [JNo |[JN/A | Remarks:
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787
4. s the performance of contract services monitored Eemarekeli .
. emarks: Lanascape contract is
and documented? |Z] Yes D No D N/A under review for poor service.
5. Are all copies of correspondence with the vendor .
maintained? Yes | [JNo |[JN/A | Remarks:
6. Are letters for contracts documented and maintained RemarkeParkhollolrenaire.and
. . emarks: Farking 1ol repairs an
nw:r;(fge?élrl;zﬁgg gfr?rt])ée\r;;iéilra?ted to substandard or | [X Yes O No | [CINA T o
7. Is the final product to be delivered described
specifically and in as much detail as possible inthe | [ Yes | [ No | [J N/A | Remarks
CHP 787
8. Are allrequired levels of approval/signature obtained, .
including the required documentation and approvals | X Yes | [JNo | [J N/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP

78A?

CHP 680F [Rev 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

2 of 4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[ Yes

[INo

N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

Yes

I No

L] N/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

O No

LI N/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

Yes

[JNo

I N/A

Remarks:

13, Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

[JNo

O N/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

O No

LIN/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

I No

L] N/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

Yes

(JNo

[ N/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[] Yes

I No

X N/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

] No

LI N/A

Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager’'s contract file?

X Yes

O No

CIN/A

Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%?

(] Yes

] No

N/A

Remarks:

CHP 680F (Rev 09-08) OP1010
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DEPARTMENT QOF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
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21. Is the length of the contract amendment request
more than one year?

] Yes

[INo

X N/A

Remarks:

22. Are amendments requested before the expiration of
the original contract?

[]Yes

I No

N/A

Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[] Yes

[ No

X N/A

Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[JYes

[JNo

N/A

Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

(] Yes

[ No

X N/A

Remarks:

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring
(2) Camera Maintenance and Repair
(3) Carpet Installation
(4) Diesel Generator Maintenance and Repair
(5) Dishwasher Maintenance and Repair
(6) Elevator Maintenance and Repair
(7) Fire Extinguisher Service
(8) Garage Door Maintenance and Repair
(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service
) Office Machine Maintenance and Repair
(13) Painting Services (interior of facility)
(14) Plumbing Services
(15) Scale Maintenance and Repair
(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19) Uninterruptible Power Supply Maintenance and Repair

[]Yes

O No

N/A

Remarks:

CHP 680F (Rev 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
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[ 27. Are all driver license and fingerprint information

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[JYes

[ No

N/A

Remarks:

28,

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

] Yes

(I No

X N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

[JNe

L] N/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

Yes

O No

O N/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

[]Yes

X No

LI N/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

[JYes

X No

L N/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

B Yes

[CINo

[T N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes

[JNo

L1 N/A

Remarks:

35,

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

(] Yes

I No

X N/A

Remarks:

36.

Does the confract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. 1, Ch. 3, Section 3.02.5)

[] Yes

[JNo

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

[JNo

I N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. [,
Ch. 7, Section 7.05)

(] Yes

I No

N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

l

[]Yes

I No

[ N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTIMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | Hanford Area | Central Division

Evaluated by: Date:
puSF ECTIGN EHECILIST Doug Puder, ID 10045 11/24/2008
Chapter 3, Command Procurements Assisted by: Date:
Contracts

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

Yes [JNo

["] Division Level M Command Level
L]
[] Executive Office Level (1 Voluntary Self-Inspection /OMQAJ— )
Follow-up Required: [J Follow-up Inspection Commanders Sign LEies
P Required e AWQ,(L 11/24/2008

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

[] Yes

Remarks: No CHP 78 forms could be
located. Facilities Section has
initiated and renewed soon to expire
contracts involving our facility.

2. lsa CHP 78 Contract Request used for one-time
services exceeding $4,999.99?

[]Yes

Remarks: No CHP 78 forms could be
located

3. Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 787

(] Yes

Remarks: No CHP 78 forms could be
located.

4. |s the performance of contract services monitored
and documented?

[]VYes

Remarks: Contract services have
previously been monitored, but have
not been documented.

5. Are all copies of correspondence with the vendor
maintained?

g],Yes

Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

[]Yes

Remarks: None could be located.

7. s the final product to be delivered described
specifically and in as much detail as possible in the
CHP 787

[]Yes

Remarks: No CHP 78 forms could be
located.

including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?

8. Are all required levels of approval/signature obtained,

[JYes

[(ONo | B N/A
OONo | &N/A
JNo &N/A
B No | [JNA
[INo | [IN/A
CINo | ¥ N/A
I No Lz N/A
I No 'g N/A

Remarks: No CHP 78 or CHP 78A
forms could be located.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
| 9. Are requests for contract services less than six Remahs: “
months from the anticipated start date of the contract | [1Yes | [[JNo | M| N/A '
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

10. Is all work completed and accepted by the Remarks: Unable to determine
Department before expiration of contract agreement? | (] Yes | [JNo | [ N/A ‘ '

11. Are contract services performed according to the Rer{‘zrc‘iss: :N‘i’ggsorh”;sri";te‘t’)ve"efn
quality, quantity, objectives, timeframes, and in the [(OYes | [ONo [[LINA f:;tirne,y performed prior to this
manner specified in the contract (e.g., review inspection. Consequently, | am
progress reports and interim products)? unable to definitively respond to this

question.

12. Are invoices for payment reviewed and approved to R FETReS
substantiate expenditures for work performed and to E Yes | [(ONo |[ONA|7¢ '
prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there Remarks:
are sufficient funds to pay for all services rendered Oves | MENo |[INA '
as required by contract?

14. Does the requestor verify the contractor has fulfilled SR
all requirements of the contract before approving the | [ ] Yes g No | [IN/A '
final invoice?

15. Is the final invoice identified and approved, as Rermarks:
appropriate and forwarded to Fiscal Management &Yes CNo | CINA
Section for payment?

16. Are all applicable form sections of the CHP 78

: id b
completed? D YeE D No E N/A E(e;g;::;& No CHP 78 forms could be
17. Do emergency contracts document and justify a L
sudden, unexpected occurrence that poses a clear [IYes | [No E NIA | oo be located
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?
18. Are all employees associated with the management Remarks:
of a contract completing the CHP 78S, Conflict of (Jves | MNo |JNA '
Interest Statement, Employee, form?

19. Are problems concerning the contractor's _
performance fully documented in writing and made a | []Yes | [ No ﬂN/A Ejﬂdagf'lohé‘;tggfume”ted problems
part of the contract manager’s contract file?

20. Are contract amendment request dollar amounts fRem;’tkS{ Cc)r”'ys‘jenzrg;t)oirf’:re:se
increased more than 30%? [JYes | BINo [[IN/A |oundioincrease] s
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Remarks: Contract was amended to
increase the janitor's pay from

21. Is the length of the contract amendment request
A ves | [INo | LINA | 7150006 to 6/30/2008,

more than one year?

22. Are amendments requested before the expiration of

the original contract? K vYes | [ONo |[JNA Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference [lYes | [INo
room rental which is expected to exceed $4,999.99 in
total cost?

m N/A Remarks:

24. Do conference room rental costs exceeding the $500 Remarks:
per day limit have pre-approval from Assistant [(1Yes | [JNo /@ N/A '

Commissioner, Staff?

25. Are California Department of Justice (DOJ) and A
, \ ks: Check th
Federal Bureau of Investigation (FBI) fingerprint i@ Yes | (ONo |[ONA 5;32;:85 ofeguf(x‘ff:nﬂ”jgrﬁt”orij
checks and driver license checks conducted for all of service provider.

the following types of agreements:

(1) Avionics Maintenance and Repair
) Helicopter Maintenance and Repair
) Instructor Services (on-site)

(4) Janitorial Services
) Consulting Services

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if | [] Yes (] No
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

N/A Remarks: None of these types of
& contractors are scheduled to be “on-
site” at the Hanford Area office for

more than 30 days.

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(16} Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17} Telephone Services (cellular, satellite, and regular)
(18} Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 of 4

[

27. Are all driver license and fingerprint information

Remarks: Have not previously

forwarded to Contract Services Unit (CSU), along [JYes | & No | CIN/A forwarded this information to Contract
with the contract number for retention after Services Unit (CSU).
Commander review?
28. Is CSU advised by the command to determine if Remarks: No one has any
adverse information discovered is grounds for [(1Yes | [JNo E NIA | [ocollection of this occurring recently.
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?
29. Are all invoices, records, and relevant documentation Remarks:
maintained for three years after the final paymentof | & Yes | [[JNo | []N/A '
the contract?
30. Is a log sheet maintained for a diary of activities EZZE?,f?:sﬁzyoﬁqlal'ngz?ﬁff;ffc'uce
related to the contract? [ ves g No | LI N/A but does not require i,
31. Is a computer file prepared for all contracts Szgﬂ(jﬁzg;L)L'ngzat‘git:;izc'ﬁce
administered? D Yes E No D N/A but does not require it
isti i Remarks: HPM 11.1, Chapter 22,
32. Is a spreadsheet prepared listing all expenditures? N [] ia | Section 16 recommends s practce
[Jves | P No but does not require it. __
33. Is the notification to the contractor documented for Remarks-
the start date for services to begin? ¥ Yes | [ONo |[INA '
34. Is the contractor contacted to determine if all invoices Remarks:
have been received in order to oversee the [JYes | $No |[INA '
completion of the contract?
35. Do consultant services contracts of $1,000 or more Remarks:
contain detailed performance criteria and a schedule | [] Yes | [JNo | %] N/A '
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)
36. Does the contract file contain the STD. 4 Contractor Bermarie:
Evaluation form for consultant contracts? (] yes | [JNo ﬂ N/A '
{SCM Vol. I, Ch. 3, Section 3.02.5)
37. Does Contract work only begin after approval of the Bomaris:
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) EYes (INo | I N/A ’
38. Are the requirements for Government Code Section Remarks:
19130 (a) or (b) documented and justified for [dYes | [INo X{ N/A '
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)
39. Are '-any contract payments made prior to the final Remarks:
approval and execution of the contract? (SCM Vol. I, | [] Yes E,.No I N/A '

Ch. 4, Section 4.09)
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Hanford Area Central Division | 3 — Contracts
COMMAND INSPECTION PROGRAM Inspected by: Date:

Doug Puder, ID 10045 11/24/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fil in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

[ TYPE OF INSPECTION ]E Corrective Action Plan Included
(] Division Level B} Command Level (7 Appeal Included
[ Executive Office Level (7 Attachments Included
 Fol : 's Si ‘ Date:
Follow-up Required: Forward to: Commander's Signature:
11/24/2008
E ves LTNo Due Date:

Chapter Inspection::

Inspector's Comments Regarding Innovative Practices:

None identified.

[ Command Suggestions for Statewide Improvement:

The forms provided for this evaluation, as well as the instructions for completing these for.ms, are not
adequate to ensure a uniform review of this subject has been conducted. As currently wrlttgn, the
instructions for completing this form allow for responses which are far too subjective to provide a

meaningful evaluation of all commands.

The instructions for each item to be reviewed should be sufficiently expanded so as to make them very
specific, comprehensive and easy for the Inspector to understand. The instructions should list exactly
which documents or processes need to be examined, they should list specifically what the Inspector
should be looking for, and they should provide solid examples of what is appropriate and what isn’t
appropriate. The instructions should be written in sufficient detail so as to make the inspection forms
“stand alone” documents. References to other publications (i.e., SAM manual, Government Code,
Department policy, etc., ) may be provided to answer obscure questions that may arise. However, an
Inspector should definitely not be required to reference these types of sources on a routine basis in

order to complete the inspection forms.

Lastly, items 30 — 32 ask questions regarding practices which are recommended in HPM 11.1, Chapter
22, Section 16. Doe the failure to comply with recommended practices constitute an exception? This

is confusing.

—

| Inspector’'s Findings:

See Attachment (Page 4).
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM " Command: ~ | Division: Chapter:

EXCEPTIONS DOCUMENT Hanford Area | Central Division | 3 — Contracts
Inspected by: Date:
Qggg_l?_uycpr_,lg 10045 11/24/2008

Page 2

' _ ]

| Commander’s Response:

Concur with Inspector’s findings.

Inspector's Comments: -

N/A

equir'e'd Action = °

Corrective Action Plan/Timeline

Sergeant Frank Smith, ID 10376, will be responsible for organizing all of our files related to contracts.
Each contract will have its’ own individual file. Each of these files will include a copy of the current
contract, all invoices associated with that particular contract, a log upon which all contacts with the
contractor can be documented, copies of all correspondence with the contractor, and copies of CHP 78S

forms for each employee who manages any aspect of that particular contract.

Having all contract files organized in the aforementioned manner will allow for a relatively quick review of
the terms of each contract. This will allow our contract manager to verify all contracted services are
being provided in the proper manner. The organization of all contract files within the Hanford Area will
be accomplished by February 1, 2009. This will be verified by a review of all contract files by the Area

Commander.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

Hanford Area

Division: N
Central Division

Chapter:
3 — Contracts

Inspected by:
Doug Puder, ID 10045

Date:

11/24/2008

Appeal P I'OCGSS (Appeals shall be filed WIthln five (5) business days of the completed chapter lnspectlon)

Commanders Basis for Appeal

N/A

[ Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Sig’;;tz : Date:
—~— 11/24/2008
e
Date:

’LResponding Cbi{:\mahder"s Signature (for appeal):
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 4

Inspector's Findings:

Hanford Area’s contract files were not organized in a manner conducive to performing a guick.and
systematic review of each contract. The following general discrepancies were noted during this

inspection:

Copies of all contracts were kept in a single file by Sergeant Smith. This file contained copies of

a number of expired contracts. Additionally, the file did not contain copies of all current contracts.
Copies of invoices associated with the aforementioned contracts were filed in a separate location
by Ms. Cynthia Gonzales, ID A05589, Hanford Area's Office Manager.

Note: The arrangement described above made it virtually impossible for any individual'to
accurately monitor the quality and quantity of services being provided in accordance with

the terms of any individual contract.

The aforementioned discrepancies were broken down more specifically as follows:

» Failure to separate each contract into its’ own file.

» Failure to file invoices with the appropriate contract.

Failure to include a form in each contract file upon which to document contacts with the
contractor.

There was no centralized listing of all contracts which would allow anyone to quickly reference the
contract information and verify the beginning and expiration dates of each contract.

There was no way to determine if problems with any particular contract were documented.
Additionally, any steps taken by the Hanford Area to correct problems with the contractor were

not documented.
Failure to include a completed CHP 78S form in each individual contract file.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: givifior: {:gcr)nber:

- COMMAND INSPECTION PROGRAM Mgiizaby- ente e
INSPECTION CHECKLIST Lieutenant D. Paris 12/22/2008
Chapter 3, Command Procurements Assisled by Bate.
Contracts

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks"” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up nspection” box shall be marked and only deficient items need to be re-inspected.

WPE OF INSPECTION Lead Inspector's Signature:
[] Division Level ) Command Level
[] Executive Office Level [ Voluntary Self-Inspection
Follow_up Req u”—ed D Fo”ow-up ]nspection Comma g Signature: Date:
[]VYes Xl No e— j2)2e /4y

For applicable policy, refer to. HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all _
service contracts which are repetitive, regardiess of | X Yes | [INo | [JN/A | Remarks:

the estimated dollar value?

2. Isa CHP 78 Contract Request used for one-time ,
services exceeding $4,999.997 [JYes | [ONo | XIN/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command XK Yes | [ONo |[JN/A | Remarks:
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 787

4. Is the performance of contract services monitored .
and documented? X VYes | [INo | [JN/A | Remarks:

5. Are all copies of correspondence with the vendor .
maintained? Kyes | [ONo |[ONA | Remarks

6. Are letters for contracts documented and maintained .
which outline any problems related to substandard or | KYes | ONo |[JN/A | Remarks:

non-performance of the vendor?

7. s the final product to be delivered described ,
specifically and in as much detail as possible inthe | [ Yes | [JNo | [JN/A | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals | [JYes | [JNo | [XIN/A | Remarks:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six _
months from the anticipated start date of the contract | []Yes | [JNo | X N/A | Remarks:
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

10. Is all work completed and accepted by the .
Department before expiration of contract agreement? | [ Yes | [INo | [ N/A | Remarks:

11. Are contract services performed according to the .
quality, quantity, objectives, timeframes, and in the X Yes | [ONo | [JN/A | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to .
substantiate expenditures for work performed andto | [XYes | [ No | [JN/A | Remarks:
prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there . ol
are sufficient funds to pay for all services rendered [IYes | [INo | [XIN/A | Remarks: OP
as required by contract?

14. Does the requestor verify the contractor has fulfilled ,
all requirements of the contract before approving the Yes | [ONo | [JN/A | Remarks:
final invoice?

15. Is the final invoice identified and approved, as .
appropriate and forwarded to Fiscal Management Yes | [JNo | [JN/A | Remarks:
Section for payment?

16. Are all applicable form sections of the CHP 78 .
completed? X Yes | [JNo |[JN/A | Remarks:

17. Do emergency contracts document and justify a ‘
sudden, unexpected occurrence that poses a clear [JYes | [JNo N/A ||| Remarks:
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

~18. Are all employees associated with the management .
of a contract completing the CHP 78S, Conflict of [OYes | [ONo | [XIN/A | Remarks:
Interest Statement, Employee, form?

19. Are problems concerning the contractor's .
performance fully documented in writing and madea | X Yes | [JNo | [JN/A | Remarks:
part of the contract manager's contract file?

20. Are contract amendment request dollar amotints .
increased more than 30%? [IYes | [ONo | [XIN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page
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21. Is the length of the contract amendment request
more than one year?

[]Yes

I No

< N/A

Remarks:

22. Are amendments requested before the expiration of
the original contract?

[]Yes

[ No

N/A

Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[]Yes

[J No

N/A

Remarks:

24, Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[ Yes

[J No

X N/A

Remarks:

25. Are California Department of Justice (DOJ) and

Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

[] Yes

] No

X N/A

Remarks:

26. |s a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

Yes

[ No

I N/A

Remarks:

CHP 680F (Rev. 09-08) OPI 010




Page 4 of4
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information .
forwarded to Contract Services Unit (CSU), along [JYes | [INo N/A | Remarks:
with the contract number for retention after
Commander review?

28. Is CSU advised by the command to determine if ‘
adverse information discovered is grounds for [(JYes | [ONo | [XIN/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

29. Are all invoices, records, and relevant documentation ‘
maintained for three years after the final payment of Yes | [ONo | [JN/A | Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities _
related to the contract? (JYes | [JNo N/A | Remarks:

31. Is a computer file prepared for all contracts .
administered? Oves | (ONo | [XIN/A | Remarks:

32. Is a spreadsheet prepared listing all expenditures? ‘

D Yes D No g N/A Remarks:

33. Is the notification to the contractor documented for .
the start date for services to begin? COvYes | [ONo | [XIN/a | Remarks:

34. Is the contractor contacted to determine if all invoices .
have been received in order to oversee the (JYes | [JNo N/A | Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more ‘
contain detailed performance criteria and a schedule | [] Yes | [ No N/A | Remarks:
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor .
Evaluation form for consultant contracts? CJYes | [JNo V) | e
(SCM Vol. I, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the ‘
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes | [ONo |[JN/A | Remarks:

38. Are the requirements for Government Code Section .
19130 (a) or (b) documented and justified for [OYes | [ONo |[X N/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final .

approval and execution of the contract? (SCM Vol. |, | [JYes | [ No N/A | Remarks:

Ch. 4, Section 4.09)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Comnjand: Division: Number:
COMMAND INSPECTION PROGRAM 2/'5[‘”?2?3 Central 35:5'08'002

valuated by: ate:
INSPECTION CHECKLIST Sgt. Edward Greene, #11281 | 12/24/2008
Chapter 3, Command Procurements Assisied by: Date:
Contracts OSS-1 Carrie Smith, #A5258 12/24/2008

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceplions Document and addressed fo the next level of command.
Furthermore, the Exceptions Document shalt include any foflow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's §ignature:

[C] Division Level X Command Level
- ,ﬁ#—/mg'
(7] Executive Office Level [[] Voluntary Self-Inspection
P i
Follow-up Required: [ Follow-up Inspection | Cmmand®s Sighaifre: Date:
0 . 1% 29-08
| S ——

[]Yes X No

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of Yes | [JNo |[JN/A | Remarks:
the estimated dollar value?

2. Isa CHP 78 Contract Request used for one-time ‘
services exceeding $4,999.997 [ Yes No | [J N/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking _
numbering beginning with the requesting command Iyes | TINo |[JN/A | Remarks:
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

4. ls the performance of contract services monitored ]
and documented? X Yes | [JNo |[[JN/A | Remarks:

5. Are all copies of correspondence with the vendor ‘
maintained? X Yes | [JNo | [JN/A | Remarks:

8. Are letters for contracts documented and maintained _
which outline any problems related to substandard or Yes | [JNo |[JN/A | Remarks.
non-performance of the vendor?

7. Is the final product to be delivered described '
specifically and in as much detail as possible inthe | B Yes | [JNo | [J] N/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained, )
including the required documentation and approvals | X Yes | [ No | [J N/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six ,
months from the anticipated start date of the contract | [J Yes | [] No N/A | Remarks:
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

10. Is ail work completed and accepted by the '
Department before expiration of contract agreement? | [ Yes |- [JNo | [] N/A | Remarks:

11. Are contract services performed according to the .
quality, quantity, objectives, timeframes, and in the KlYes | [JNo |[JN/A | Remarks:
manner specified in the contract (e.q., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to .
substantiate expenditures for work performed andto | X Yes | [[JNo | [J N/a | Remarks:
prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there _
are sufficient funds to pay for all services rendered Yes | [ONo | [N/ | Remarks:
as required by contract?

14. Does the requestor verify the contractor has fulfilled _
all requirements of the contract before approvingthe | [X] Yes | [JNo | [J N/A | Remarks:
final invoice?

15. Is the final invoice identified and approved, as ‘
appropriate and forwarded to Fiscal Management Yes | [(JNo | [ N/A | Remarks:
Section for payment?

16. Are all applicable form sections of the CHP 78 .
completed? XYes | ONo |[JN/a | Remarks:

17. Do emergency contracts document and justify a .
sudden, unexpected occurrence that poses a clear Yes | [ONo | [JN/A | Remarks:
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

18. Are all employees associated with the management '
of a contract completing the CHP 78S, Conflict of Yes | [ONo |[JN/A | Remarks:
Interest Statement, Employee, form?

19. Are problems concerning the contractor's _
performance fully documented in writing and made a Yes | [JNo | [IN/A | Remarks:
part of the contract manager's contract file?

20. Are contract amendment request dollar amounts ,
increased more than 30%7? [JYes | X No | [JN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
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21,

Is the length of the contract amendment request
more than one year?

[ Yes

X No

D N/A Remarks:

22.

Are amendments requested before the expiration of
the original contract?

Yes

[ No

D N/A Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

(] Yes

O No

g N/A Remarks:

24,

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[]Yes

J No

& N/A Remarks:

25,

Are California Department of Justice (DOJ) and

Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(6) Consulting Services

] Yes

(] No

N/A Remarks:

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

() Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repalr

(13) Painting Services (interior of facility)

(14) Plumbing Services

{15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpel, not scales)
(17} Telephone Services (cellular, sateliite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

X Yes

CJNo

{:] N/A Remarks:

CHP 680F (Rev. 09-08) OF1 010
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

[ 27. Are all driver license and fingerprint information .

forwarded to Contract Services Unit (CSU), along Yes | [JNo | [JN/A | Remarks:
with the contract number for retention after
Commander review?

28. Is CSU advised by the command to determine if .
adverse information discovered is grounds for X Yes | [JNo | [CIN/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

29. Are all invoices, records, and relevant documentation =
maintained for three years after the final paymentof | X Yes | (O No | ] N/A | Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities Remarks:
related to the contract? COYes | XINo | [JN/A | Remarks:

31. Is a computer file prepared for afl contracts R
administered? K yes | (ONo | [JN/A | Remars:

I 32. Is a spreadsheet prepared listing all expenditures? )
[ Yes No | CIN/A | Remerks:

33. Is the notification to the contractor documented for o
the start date for services to begin? Kvyes | [ONo | [JN/A | Remers:

34. Is the contractor contacted to determine if all invoices B el
have been received in order to oversee the Yes | [INo | [N/ | Remams:
completion of the contract?

35. Do consultant services contracts of $1,000 or more B emarfe:
contain detailed performance criteria and a schedule | [JYes | [JNo | X N/A | Remarks:
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor B o
Evaluation form for consultant contracts? [(JYes | [INo N/A | Remarks:

(SCM Vol. |, Ch, 3, Section 3.02.5)

37. Does Contract work only begin after approval of the s
final contract? (SCM Val. 1, Ch. 4, Section 4.09) Yes | [JNo | []N/a | Remarks:

38. Are the requirements for Government Code Section .
19130 (a) or (b) documented and justified for Yes | [ONo |[JN/A | Remarks:

personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final _

approval and execution of the contract? (SCM Vol [, | (JYes | X No | [J N/A | Remarks:

CHP 6B0f (Rev. 09-08) OP1 010
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STATE OF CALIFORNIA ] —

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: ’ gg«;ﬂ:ﬁm” | Number [
COMMAND INSPECTION PROGRAM  Merced (460) S |
INSPECTION CHECKLIST G. Lamerson [ 12/17/2008 |
Chapter 3, Command Procurements Assisted by: | Date: |
Contracts Rafaela Gonzales, OSS | | 12/72008 |

INSTRUCTIONS: Answer individual items with "Yes” or "No" answers, or fill in the blanks as indicated Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/for corrective action(s) taken. I this form is used as a Follow-up
Inspection. the “Fallow-up Inspection® box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector’s Signatire
s /

-~ /

[] Division Level X Command Level P /
[J Executive Office Level [ Voluntary Self-inspectior” | 7

= A

7~
Follow-up Regquired; | L Follow-up Inspection 4 Commanders Signawre ~ ./ o2 | Date /
[JYes [RNo | 17 s oy ot £ WZYA72;

For applicable policy, refer to. HPM 11.1, Chapter 22 4

1. Is a CHP 78 Contract Request used to initiate all R B et
service contracts which are repetitive, regardlessof | K Yes | [INo | CJN/A i:ﬂ";:gfd Y WhEn ey Cont
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time
services exceeding $4,999.997 K Yes | [ONo |[JN/A | Remaiks

3. s the Office of Primary Interest (OPI) tracking _
numbering beginning with the requesting command | ({Yes | I No | O N/A E;g;rgzngua‘gﬁ;’fg'x;as‘:fs:;eon
three-digit location code used, followed by "CP" for inltial request
contract pavable listed on the CHP 787 |

4. Is the performance of contract services monitored [ .
and documented? Yes | (ONo |[INA Remarks: E. file and placed in folder
|

5. Are all copies of correspondence with the vendor | ‘
maintained? X vYes | []No | ] N/A | Remarks:

6 Are letters for contracts documented and maintained Comarke.
which outline any problems related to substandard or | (X Yes | [JNo | [JJ N/A | Remarks:
non-performance of the vendor?

7. Is the final product to be delivered described
specifically and in as much detail as possible in the HRvYes | (ONo | ONA
CHP 787

Remarks: Only when a new contract
is needed

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals | [ Yes | (O No | [JN/A
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

Remarks: Facllities Section

CHP 6B0F (Rev 08-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 2 0of4

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Are requests for contract services less than six J 1 Rornaris: ASLTG (HIE B Figviub '|
months from the anticipated start date of the contract | [ Yes | [ONo | CJN/A | ehetth Wi bFsali oF OYTEN Giige
pre-approved by Assistant Commissioner, Staff, for Facilities Section finishes !
expedited processing? J ! coordinating the contract |

10. Is all work completed and accepted by the | = ,

Department before expiration of contract agreement? | K Yes | [INo | [N/ | Remarks:

11. Are contract services performed according to the & 1
quality, quantity, objectives, timeframes, and in the K vYes | (ONo | [JN/a | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to | | R _
substantiate expenditures for work performed andto | [X Yes | [JNo | [JN/A | Remarks:
prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there e TS AR
are sufficient funds to pay for all services rendered Oves | BINo | CIN/A | pomare e R & canliadl
as required by contract? Delegation Spreadsheet?

14. Does the requestor verify the contractor has fulfilled Remarks:
all requirements of the contract before approvingthe | X Yes | [JNo | [JN/A | Remarks.
final invoice? |

|

15. Is the final invoice identified and approved, as [ ks: Via Central Division f
appropriate and forwarded to Fiscal Management KYes | [OINo | ONA aR::r‘;’/af' SRS S ARSI
Section for payment? |'

16. Are all applicable form sections of the CHP 78 s
completed? Rvyes | ONo |[ONA | Remarks:

17. Do emergency contracts document and justify a ] ‘ R ,
sudden, unexpected occurrence that poses a clear BdvYes | [ONo | [N | Remarks:
and imminent danger, requiring immediate action to ‘
mitigate the loss or impairment of life, health,
property, or essential public services? :

!

18. Are all employees associated with the management i B
of a contract completing the CHP 78S, Conflict of OYes | RKNo |ONA E:::;:r‘:'a‘m"gfoecgf’e"r‘fe'nrfg gfzgﬁsl
Interest Statement, Employee, form?

|

19. Are problems concerning the contractor’s Remarks: E-File, only one so far
performance fully documented in writing and made a Yes | [INo | LINA | o orablems resolved
part of the contract manager's contract file? I '

20. Are contract amendment request dollar amounts Rermacke: e R
increased more than 30%7? Olves | [INo [[IN/A | o o e omenis made 8

CHP &80F (Rev 08-08) GPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

21. Is the length of the contract amendment request

more than one year? D Yes No D N/A Remarks: No amendments made at

command level

22. Are amendments requested before the expiration of

i S 5 t
the original contract? [ Yes No | ONA 5:;\”;2‘: i l:j’elame"dme"ts madela
|
23. Is a service contract on a CHP 78, Contract Request Remarks:
initiated for any commercial meeting/conference CJYes | ONo | BIN/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?

|\

24. Do conference room rental costs exceeding the $500 | B amarket
per day limit have pre-approval from Assistant Jvyes | [OJNo | [XIN/A | Remarks.
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and .
Federal Bureau of Investigation (FBI) fingerprint X Yes | [ONo |[JN/A | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Melicopter Maintenance and Repalr
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26 Is a driver license check conducted for, but not )
limited to, all of the following types of agreements, if | [ Yes | (O No | [JN/A | Remarks:
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alamn and Fire Alarm Monitoring

(2) Camera Maintenance and Rapair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facllity)

(14) Plumbing Services

{15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and reguiar)
(18) Television Equipment Maintenance and Repair

{19)Uninterruptible Power Supply Maintenance and Repair

CHP 880F (Rev 09-08) OFL010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 of 4

27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[ Yes

X No

CINA

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes

[ No

O N/A

Remarks: If a problem was
discovered, CSU would be contacted.

;
|
|
l
|

29.

Are all invoices, records, and relevant documentation |

maintained for three years after the finat payment of
the contract?

X Yes

O No

CONA

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

|

X Yes

(] No

CIN/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

[ Yes

X No

O A

Remarks:

32.

is a spreadsheet prepared listing all expenditures?

[ Yes

X No

O NA

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

X Yes

O No

CIN/A

Remarks: Via contracts and Facllities
Section

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

[ Yes

I No

OO NA

Remarks: When needed

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

[ Yes

O No

X N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol |, Ch. 3, Section 3.02.5)

[ Yes

O No

X NA

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

XX Yes

i
J

[ No

O NA

b

Remarks.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |
Ch. 7, Section 7.05)

X Yes

|

O No

[ CIN/A

Remarks: Comparative costs
analysis CHP 315

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

[ Yes

X No

CINA

Remarks:
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STATE OF CALIFORNIA Command | Dwision Chapter
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Merced ' Central 3
COMMAND INSPECTION PROGRAM TR T Date
EXCEPTIONS DOCUMENT Sgt. G. Lamerson 1eAiEme
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary. or fill in the blanks as indicated. Enter the chaptat
number of the tnspection in the Chapter Innspection number. Under "Forward to:* enter the next level ol command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions lor statewide
improvement, identified deficiencies, carreclive actlion plans, A CHP 51 Memorandum may be used il additional space is raquired.

TYPE OF INSPECTION Total hours expended on the [ Corrective Action Plan included

[J Division Level [X] Command Level | nNspection:
[J Attachments Included
(3 Executive Office Level Six hours

Follow-up Required: Forward to:

(] Yes X No Due Date: 12/18/2008

Chaﬁter Insgection: Command Procurements, X-numbers, Contracts, and Purchases

Inspector’'s Comments Regarding Innovative Practices:
Inspection completed by Sgt. Lamerson indicated no follow-up needed.

Command Suggestions for Statewide Improvement:
Ensure all personnel receive fraining for all new applicable procedures concerning Command
Procurements.

Inspector’s Findings:

Commander’s Response: X Concur or [1 Do Not Concur (Do Not Concur shall document basis for response}

_Iﬁspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,
etc.)

ZHP 680A (Rev 02-09) OP1 010



STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Eﬁog*r'g;g %\;Sr'](‘l’}al i ghab!w
COMMAND INSPECTION PROGRAM ~ [erCec =
EXCEPTIONS DOCUMENT ‘Sgt. G. Lamerson | 1272008
]
Page 2 of 2
Required Action
Corrective Action Plan/Timeline
N/A
S sl
[TJ Employee would like to discuss this report with COMKIANDER'S SIGNAT Fol DATE
the reviewer. 1 o il
(See HPM 9.1, Chapter 8 for appeal procedureed | /ﬁ?/ ik " L] CAPEL 5.4 bAHuA 6/7"éf
/| INSPECTOR'S SIGN Ca il DATE/
- f — r - d
_ il r} 7 L7 540 sl Sor (//7'//;'
[J Reviewer discussed this report with REVIEWER'S SIGNATURE DATE ' -
employee
{J Concur [J Do not concur ¢ 9 ffh_
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Page 10f4
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command. Division. Number:
COMMAND INSPECTION PROGRAM Eﬁﬁﬁi’?ﬁs Central -
INSPECTION CHECKLIST Sergeant Kevin Smith ID 11873 | 4/22/2009
Chapter 3, Command Procurements Assisied Dy: Date.
Contracts Officer Tom Melden ID 11735 4/22/2009

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicaled. Any discrepancies with policy,
applicable legal stalues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall he documenled on an Exceptions Document and addressed to the nexl level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective aclion(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection: box shall be marked and only deficient items need 1o be re-inspecled. .

[] Executive Office Level

[ TYPE OF INSPECTION
[] Division Level

Command Level

] Voluntary Self-Inspection

Lead Inspeclor's Signature:

Follow-up Required:

[]Yes

[ ] Follow-up Inspection

X No

Date

Commander's Signature: :
B Vs

For applicable policy, refer to: HPM 11.1, Chapter 22

1. |Is a CHP 78 Contract Request used to initiate all _
service conliracts which are repetitive, regardless of [(Yes | [ONo | [XN/A | Remarks:
the estimated dollar value?
2. Is a CHP 78 Contract Request used for one-time _
services exceeding $4,999.997 [Oves | [INo | XIN/A | Remarks:
3. Is the Office of Primary Interest (OPI) racking .
numbering beginning with the requesting command CvYes | ONo | K N/A | Remarks:
three-digit location code used, followed by "CP" for
contract payable lisled on the CHP 787
4. Is the performance of contract services monitored _
and documented? Yes | [JNo | [JN/A | Remarks:
5. Are all copies of correspondence with the vendor ' o
maintained? R Yes | [ONo | [Jn/a | Remarks:
6. Are letlers for contracts documented and maintained | N . .
which outline any problems related to substandard or | [{ Yes | [ No | [JN/a | Remarks:
non-performance of the vendor?
7. ls.the final product to be delivered described y
specifically and in as much delail as possible in the Yes | [JNo | [JN/A | Remarks:
CHP 787
8. Are all required levels of approval/signature obtained, ]
including the required documentation and approvals Yes | [JNo | [JN/A | Remarks:
for expedile and emergency contracts per HPM 11.1,
Chaptler 22, before forwarding the CHP 78 or CHP
78A?

CiP GBOF (Rev 09-08) OPI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

20f4

9. Are requests for contracl services less than six
months from the anticipated starl date of the contract
pre-approved by Assistant Commissioner, Staff, for
expediled processing?

[1Yes

I No

N/A

Remarks:

10. Is all work compleled and accepted by the
Department before expiration of contract agreement?

Yes

[ No

CIN/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

Yes

I No

LI N/A

Remarks:

12. Are Invoices for payment reviewed and approved to
substantiate expenditures for work performed and to

preven! penalties being assessed?

Yes

[J No

[ N/A

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

[]Yes

[1No

X N/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the

final invoice?

Yes

[JNo

CIN/A

Remarks:

15. iIs the final invoice identified and approved, as
appropriale and forwarded to Fiscal Management
Section for payment?

Yes

[J No

[INA

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

X Yes

[J No

(] N/A

Remarks:

17. Do emergency contracts documenl and justify a
sudden, unexpected occurrence that poses a clear
and imminenl danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

Yes

] No

(I N/A

Remarks:

18. Are all employees associaied with the management
of a contracl completing the CHP 78S, Conlflict of

Interes! Stalement, Employee, form?

Yes

[ No

I NIA

Remarks:

19. Are problems concerning the contractor’s
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes

(J No

(I N/A

Remarks:

20. Are contract amendment request dollar amounls
increased more than 30%7?

L] Yes

[J No

DX N/A

Remarks:

CiHP 68OF (Rev 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

Page

3of4

21. Is the length of the contract amendment request
more than one year?

[ Yes

[ No

N/A

Remarks:

22. Are amendmenls requested before the expiration of
the original conlract?

[JYes

[ INo

N/A

Remarks:

23. Is a service conlract on a CHP 78, Contracl Requesl
initialed for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in

{otal cost?

[]Yes

I No

N/A

Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[J Yes

[ONo

X) N/A

Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instruclor Services (on-sile)

(4) Janitorial Services

(5) Consulling Services

X Yes

[JNo

L] N/A

Remarks:

26. Is a driver license check conducted for, bul not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned persconnel
are scheduled (o be on-site for more than 30 days:

) Alarm and Fire Alarm Moniloring

(2) Camera Maintenance and Repair
) Carpel installalion

(4) Diesel Generalor Maintenance and Repair

(5) Dishwasher Mainlenance and Repair

(6) Elevalor Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Mainlenance and Repair

(9) Graphic Arts Equipmenl Maintenance and Repair

(10} Heating, Venlilation, and Air Condilioning Service

(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painling Services (interior ol facilily}

(14) Plumbing Services

(15) Scale Manlenance and Repair

(16) Steam Cleaning Services (Carpet, nol scales)

(17) Telephone Services (cellular, satellite, and regular)

{18) Television Equipment Mainlenance and Repair

(19)Uninteiruptivle Power Supply Mainlenance and Repair

[ Yes

[]No

B3 N/A

Remarks:

CH? 6801 (Rev 09-08) OPI1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

4 of 4

27. Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

(] Yes

(INo

N/A

Remarks:

28. s CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
andlor criminal history information is received
regarding the contractor or the contractor' s
personnel)?

[ Yes

[ No

X N/A

Remarks:

29. Are all invoices, records, and relevant documentation

maintained for three years after the final payment of
the contract?

X Yes

[J No

[ N/A

Remarks:

30. Is a log sheet maintained for a diary of activities
related to the contract?

X Yes

[JNo

[ N/A

Remarks:

31. Is a computer file prepared for all contracts
administered?

(] Yes

[ No

N/A

Remarks:

32. Is a spreadsheet prepared listing all expenditures?

(] Yes

[ No

N/A

Remarks:

33. Is the notification fo the contractor documented for
the start date for services to begin?

[ ves

[} No

N/A

Rerarks:

34. s the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

[]Yes

X N/A

Remarks:

35. Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

[ Yes

[ No

N/A

Remarks:

36. Does the contract file contain the STD. 4 Contraclor
Evaluation form for consullant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

[] Yes

[ No

N/A

Remarks:

37. Does Conlract work only begin afler approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

Yes

[J No

[ N/A

Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)

(] Yes

[ No

N/A

Rermarks

39. Are any contracl payments made prior to the final
approval and execution of the contract? (SCM Vol. |,

[1Yes

(] No

X N/A

Remarks:

Ch. 4, Section 4.09)

CHP 6807 (Rev 09-08) OF1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: . Division: Number.
COMMAND INSPECTION PROGRAM | Chowehilla 1 464
INSPECTION CHECKLIST | River LF_ _
Chapter 3, Command Procurements Evakatad by i
Contracts. Sergeant P.E. Speers # 9724 12/30/2008

ontracts | Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection® box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level

[ ] Executive Office Level

Xl Command Level

[J Voluntary Self-Inspection

Lead Inspector's Signature:

—yr

Follow-up Required: [J Follow-up Inspection | Gemmander's Signafuré Date:
[JYes  XINo R ity e | 12/30/2008
P
For applicable policy, refer to;: HPM 11.1, Chapter 22

1. Isa CHP 78 Contract Request used to initiate all .
service contracts which are repetitive, regardless of Yes | [ONo | [JN/A | Remarks:
the estimated dollar value?

2. Is aCHP 78 Contract Request used for one-time Remarks:
services exceeding $4,999.99? CYes | [ONo | K N/A | Remars:

3. Is the Office of Primary Interest (OPI) tracking s:
numbering beginning with the requesting command X Yes | [JNo |[JN/A | Remarks:
three-digit location code used, followed by “"CP" for
contract payable listed on the CHP 787

4. s the performance of contract services monitored s:
and documented? X Yes | [INo |[JNA | Remarks:

5. Are all copies of correspondence with the vendor ‘
maintained? Xl Yes | [JNo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained Remarks:
which outline any problems related to substandard or | X Yes | [JNo | [JN/A | Remars
non-performance of the vendor?

7. Is the final product to be delivered described -
specifically and in as much detail as possible in the K Yes | [ONo |[ON/A | Remarks:
CHP 78?

8. Are all required levels of approval/signature obtained, .
including the required documentation and approvals | [1Yes | [JNo | [XIN/A R
for expedite and emergency contracts per HPM 11.1,

Chapter 22, before forwarding the CHP 78 or CHP
78A?
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9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[] Yes

I No

X N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

[ No

[ N/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

I No

I N/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

[ No

CIN/A

Remarks:

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

1 No

(I N/A

Remarks:

14. Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

[ No

LI N/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

] No

CIN/A

Remarks:

16. Are all applicable form sections of the CHP 78
completed?

Yes

I No

[C1N/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[] Yes

[J No

X N/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

[ No

CIN/A

Remarks:

19. Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager’s contract file’?

X Yes

] No

] N/A

Remarks:

20. Are contract amendment request dollar amounts
increased more than 30%7?

[1Yes

N/A

Remarks:
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21. Is the length of the contract amendment request —
more than one year? [JYes | [ONo |[XIN/A | Remarks:

22. Are amendments requested before the expiration of T
the original contract? OYes | [ONo | XI N/A | Remars:

23. Is a service contract on a CHP 78, Contract Request ——
initiated for any commercial meeting/conference ClYes | [ONo | [XIN/A [ Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?

24, Do conference room rental costs exceeding the $500 Remarks:
per day limit have pre-approval from Assistant [dYes | [ONo | NA | Remars:
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and Rermarke:
Federal Bureau of Investigation (FBI) fingerprint X Yes | [(ONo |[JN/A | Remams:
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not —
limited to, all of the following types of agreements, if | [1Yes | [JNo | [ N/A | Remars:

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steamn Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

CHP 680F (Rev. 08-08) OPI 010
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27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes

[ No

CIN/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

X Yes

] No

LI N/A

Remarks:

29,

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

[ No

L1 N/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

X Yes

[ No

L1 N/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

[ Yes

[J No

X N/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

[ Yes

[INo

X N/A

Remarks:

33.

|s the notification to the contractor documented for
the start date for services to begin?

X Yes

[JNo

LI N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes

I No

CIN/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

] Yes

X No

LI N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

[]Yes

X No

LI N/A

Remarks:

[ 37

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

[ No

CINIA

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

] Yes

O No

X N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

] Yes

<] No

CIN/A

Remarks:
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q valuated.by: ate:
INSPECTION CHECKLIST Captain L. Duncan, 13406 12.15.08
Chapter 3, Command Procurements Assisted by Date:
Contracts 0OSS1 H. Koelmans, A6008 12.15.08

Page 1 0of 4

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed lo the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[} Division Level Command Level ,
7 ‘ ) { 2. e 0f
_ Executive Office Level [] Voluntary Self-Inspection ‘&—'—/Q—\,D‘—‘"—\ '
Follow-up Required: [] Follow-up Inspection | Commander's Signature Dale:

[]Yes No

lﬁ/L-—\D.,—A__‘_‘_\ 2. 1.6 ¥

=or applicable policy, refer to. HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all -
service contracts which are repetitive, regardless of Yes | [INo |[JN/A | Remarks:
the estimated dollar value?

2. s a CHP 78 Contract Request used for one-time c—
services exceeding $4,999.997 (] Yes No | [JN/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking R —— -
numbering beginning with the requesting command | [] Yes No | ONIA | ety the OBl and this
three-digit location code used, followed by “CP" for numbering convention is not followed.
contract payable listed on the CHP 787

4. s the performance of contract services monitored G
and documented? Yes | [ONo | [JN/A | Remarks:

5. Are all copies of correspondence with the vendor .
maintained? K Yes | [INo | [ N/A | Remarks:

6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or Yes | [JNo | [JN/A | Remarks:
non-performance of the vendor?

7. Is the final product o be delivered described ‘e
specifically and in as much detail as possible in the Yes | [ONo |[JNA | Remarks:

CHP 787

8. Are all required levels of approval/signature obtained, ) -

including the required documentation and approvals | [] Yes | [ No N/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

HP 680F {Rev. 09-08) OPI 010
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9. Are requests for contract services less than six s
months from the anticipated start date of the contract | [ Yes | [J No N/A | Remarks:
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

10. Is all work completed and accepted by the . ]
Department before expiration of contract agreement? Yes | [JNo |[JN/A | Remarks:

~ 11. Are contract services performed according to the _
quality, quantity, objectives, timeframes, and in the Yes | [JNo |[JN/a | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to .
substantiate expenditures for work performed and to Yes | [INo |[JN/A | Remarks:
prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there Remarks:
are sufficient funds to pay for all services rendered X Yes | [JNo |[JN/A | Remars:
as required by contract?

14. Does the requestor verify the contractor has fulfilled —
all requirements of the contract before approving the Yes | [JNo | [N/ | Remars.
final invoice?

15. Is the final invoice identified and approved, as N
appropriate and forwarded to Fiscal Management Yes | [INo |[JN/A | Remars:
Section for payment?

16. Are all applicable form sections of the CHP 78 s
completed? X Yes | [ONo |[JNA | Remarks:

17. Do emergency contracts document and justify a R . |
sudden, unexpected occurrence that poses a clear (dYes | [1No N/A | Remarks:
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

18. Are all employees associated with the management Remarks:
of a contract completing the CHP 78S, Conflict of Yes | [JNo [[JN/A | Remars
Interest Statement, Employee, form?

19. Are problems concerning the contractor's o
performance fully documented in writing and made a | [(J Yes | [} No N/A | Remarks:
part of the contract manager's contract file?

20. Are contract amendment request dollar amounts o e
increased more than 30%? [(IYes | [INo N/A | Femarks:

ZHP 6B0F (Rev 09-08) OPI1 010
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21. Is the length of the contract amendment request

more than one year? [DYes | [ONo | K NA | Remarks:

22. Are amendments requested before the expiration of .
the original contract? [JYes | [INo N/A | Remarks:

23. |Is a service contract on a CHP 78, Contract Request s
initiated for any commercial meeting/conference (JYes | INo | [N | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?

24. Do conference room rental costs exceeding the $500 -
per day limit have pre-approval from Assistant CJYes | [JNo N/A | Remarks:
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and vs: Janitorial services
Federal Bureau of Investigation (FBI) fingerprint K Yes | [ONo |[JNA | Remarks: Janilorialservices.
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(6) Consulting Services

26, Is a driver license check conducted for, but not R -
fimited to, all of the following types of agreements, if | [JYes | [ONo | [XI NIA | Remars

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

15) Scale Maintenance and Repair

16) Steam Cleaning Services (Carpet, not scales)
17) Telephone Services (cellular, satellite, and regular)
18) Television Equipmen! Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

o~
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27. Are all driver license and fingerprint information

Remarks: Only if there is a

forwarded to Contract Services Unit (CSU), along JvYes | XINo |[JNA diecrepancy.
with the contract number for retention after
Commander review?

28. Is CSU advised by the command to determine if "
adverse information discovered is grounds for [(JYes | [INo N/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

29. Are all invoices, records, and relevant documentation ‘o
maintained for three years after the final payment of Yes | [ONo | [JN/A | Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities Remarks:
related to the contract? Yes | [JNo |[JN/A | Remamks.

31. Is a computer file prepared for all contracts Remarks:
administered? Yes (ONo | CINIA emarks:

32. Is a spreadsheet prepared listing all expenditures? ‘

Yes | (ONo |[JN/A | Remarks:

33. Is the notification to the contractor documented for Rematks:
the start date for services to begin? Yes | [JNo |[JN/A | Remars:

34. |s the contractor contacted to determine if all invoices Remarks:
have been received in order to oversee the Yes | [JNo |[JN/A | Remarks:
completion of the contract?

35. Do consultant services contracts of $1,000 or more R
contain detailed performance criteria and a schedule | []Yes | [JNo N/A | Remarks.
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor -
Evaluation form for consultant contracts? (Jyes | [INo N/A | Remarks:
(SCM Vol. |, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the ‘s
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) [Jves | [JNo N/A | Remarks:

38. Are the requirements for Government Code Section Rematls:
19130 (a) or (b) documented and justified for [(JYyes | [ONo N/A | Remarks.
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final R s

approval and execution of the contract? (SCM Vol. I, | [JYes | X No | []N/A | Remams:

Ch. 4, Section 4.09)

HP 680F (Rev 08-08) OP1010
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STATE OF CALIFORNIA ' -
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM ' -
INSPECTION CHECKLIST UL ate’

Chapter 3, Command Procurements Aesied by = = |
Contracts

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. if this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
o Leah Shires, Clerical Supervisor
[] Division Level Command Level
[ ] Executive Office Level [] Voluntary Self-Inspection
- i : Follow-up Inspection Commander's Signature: Date:
Follow up ReqUIred' D P P Lieutenant James Swearingen, #12068 04/22/2009

[]Yes X No

For applicable policy, refer to: HPM 11.1, Chapter 22

1. |s a CHP 78 Contract Request used to initiate all

service contracts which are repetitive, regardless of [JYes | [INo N/A | Remarks:
the estimated dollar value?

2. s a CHP 78 Contract Request used for one-time .
services exceeding $4,999.997 [DYes | XINo | [JNA | Remarks:

3. Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command [Jves | No |[JNA | Remarks:
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 787

4. |s the performance of contract services monitored _
and documented? X Yes | [INo | [ NA | Remarks:

5. Are all copies of correspondence with the vendor _
maintained? Xl Yes | [JNo |[]N/A | Remarks:

6. Are letters for contracts documented and maintained .
which outline any problems related to substandard or | [X] Yes | [INo | [LIN/A REMALE
non-performance of the vendor?

7. Is the final product to be delivered described
specifically and in as much detail as possible in the Yes | [INo |[JNA
CHP 787

Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals | X] Yes | [dNo | [1N/A Remarks:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

CHP 680F {Rev 09-08) OP1010
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INSPECTION CHECKLIST
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9. Are requests for contract services less than six _ -
months from the anticipated start date of the contract | [J Yes | [ No N/A | Remarks:
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

"~ 10. Is all work completed and accepted by the . ]
Department before expiration of contract agreement? | [ ] Yes | [ No N/A | Remarks:

11. Are contract services performed according to the - _
quality, quantity, objectives, timeframes, and in the Yes | (O No |[JN/A | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?

~ 12. Are invoices for payment reviewed and approved to _
substantiate expenditures for work performed and to Yes | [ONo |[JNA | Remarks:
prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there _
are sufficient funds to pay for all services rendered OYes | [INo N/A | Remarks:
as required by contract?

14. Does the requestor verify the contractor has fulfilled _
all requirements of the contract before approving the Yes | [JNo |[JN/A | Remarks:
final invoice?

15. Is the final invoice identified and approved, as _
appropriate and forwarded to Fiscal Management [IYes | [JNo |[XN/A | Remarks:
Section for payment?

16. Are all applicable form sections of the CHP 78 .
completed? Yes | [INo |[JNA | Remarks:

17. Do emergency contracts document and justify a _
sudden, unexpected occurrence that poses a clear X Yes | [JNo |[JNA | Remarks
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

18. Are all employees associated with the management .
of a contract completing the CHP 78S, Conflict of X Yes | [INo | [N/ | Remarks:
Interest Statement, Employee, form?

19. Are problems concerning the contractor's _
performance fully documented in writing and made a | B Yes | [JNo | [LJN/A Remarks:
part of the contract manager's contract file?

"~ 20. Are contract amendment request dollar amounts . N
increased more than 30%"? [JYes | [INo | [ N/A | Remarks:

CHP 680F (Rev 09-08) OPI 010




Page 3 0of4
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INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
21. Is the Iehgth of the contract amendment request ' . -
more than one year? [JvYes | [INo |[X N/A | Remarks:
22. Are amendments requested before the expiration of .
the original contract? XKvYes | [INo |[INA | Remarks:
i 23. Is a service contract on a CHP 78, Contract Request i _ ]
initiated for any commercial meeting/conference CJYes | [ONo |[X NA | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?
24. Do conference room rental costs exceeding the $500 B _
per day limit have pre-approval from Assistant OvYes | [ONo | X NA | Remarks:
Commissioner, Staff?
25. Are California Department of Justice (DOJ) and .
Federal Bureau of Investigation (FBI) fingerprint [JYes | [ONo |[X N/A | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:
(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)
(4) Janitorial Services
(5) Consulting Services
26. Is a driver license check conducted for, but not Remarks.
limited to, all of the following types of agreements, if | []Yes | [JNo [ [ N/A | "emares:

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpel Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair
(

19)Uninterruptible Power Supply Maintenance and Repair
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27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[]Yes

[ ]No

X N/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

Yes

(] No

CINA

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three vears after the final payment of
the contract?

Yes

I No

[ N/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

[]Yes

] No

X N/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

(] Yes

[] No

X N/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

(] Yes

[ No

B N/IA

Remarks:

33.

s the notification to the contractor documented for
the start date for services to begin?

[]Yes

[1No

X N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

[]Yes

(] No

X N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

[]Yes

] No

N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. I, Ch. 3, Section 3.02.5)

] Yes

1 No

D N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

] No

CIN/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

(] Yes

[ ] No

X N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

(] Yes

] No

X N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM Coalinga Area Central Division | 495

Evaluated by: Date:
INSPECTION CHECKLIST Robert Brunell, ID 14612 12/10/2008
Chapter 3, Command Procurements Assisted by: Date:
Contracts

Page 1 of4

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector’s Signature:

[] Division Level _ Command Level
] Executive Office Level O Voluntary Self-inspection QWW
Follow-up Required: ] Follow-up Inspection Commander's Signature: Date:

Yes [ ]No

e, / 7//37/,4 ¢

For applicable policy, refer to: HPM 11.1, Chapter 22

1.

Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardiess of
the estimated dollar value?

Yes | [JNo |[JN/A | Remarks:

2. Is a CHP 78 Contract Request used for one-time )
services exceeding $4,999.997 CYes | [ONo N/A | Remarks:

3. Is the Office of Primary interest (OPI} tracking ' ‘
numbering beginning with the requesting command Yes | [ONo |[JN/A | Remarks:
three-digit location code used, followed by “CP" for
contract payable listed on the CHP 787

4. s the performance of contract services monitored .
and documented? X Yes | [ONo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor ' .
maintained? Yes | [JNo |[JN/A |Remarks:

6. Are letters for contracts documented and maintained '
which outline any problems related to substandard or Yes | [ONo |[JN/a | Remarks:
non-performance of the vendor?

7. ls the final product to be delivered described '
specifically and in as much detail as possible in the Yes | [ONo | [JN/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained,

including the required documentation and approvals
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP

78A7

D Yes L__| No N/A Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 20f4

Contracts
9. Are requests for contract services less than six .
months from the anticipated start date of the contract | [] Yes | [JNo | [JN/A | Remarks:
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

10. Is all work completed and accepted by the .
Department before expiration of contract agreement? Yes | [ONo | [JN/A | Remarks:

11. Are contract services performed according to the )
quality, quantity, objectives, timeframes, and in the Yes | [ONo |[JN/A | Remarks:
manner specified in the contract (e.g., review '
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to Bears A B n Bt L

. . V4 . 3
substantiate expenditures for work performed and to Yes | [ONo |[CIN/A Controls, biling inconsistent with
prevent penalties being assessed? contract.

13. Are contract expenditures monitored to ensure there .
are sufficient funds to pay for all services rendered Yes | [INo | CJN/A | Remarks:
as required by contract? .

14. Does the requestor verify the contractor has fulfilled =
all requirements of the contract before approvingthe | X Yes'| [JNo | CJN/A REMEALS.
final invoice? ‘

15. Is the final invoice identified and approved, as .
appropriate and forwarded to Fiscal Management Yes | [ONo |[JN/A | Remarks:
Section for payment?

16. Are all applicable form sections of the CHP 78 '
completed? Yes | [ONo | [JN/A | Remarks:

17. Do emergency contracts document and justify a .
sudden, unexpected occurrence that poses a clear [JYes | [ONo | [RIN/A | Remarks:
and imminent danger, requiring immediate action to '
mitigate the loss or impairment of life, health,
property, or essential public services?

18. Are all employees associated with the management .
of a contract completing the CHP 78S, Conflict of B Yes | [JNo |[JN/A | Remarks:
Interest Statement, Employee, form?

19. Are problems concerning the contractor's _
performance fully documented in writing and madea | [X Yes | [ONo | [JN/A | Remarks:
part of the contract manager's contract file?

20. Are contract amendment request dollar amounts ,
increased more than 30%? [JYes | [ONo | [XIN/A | Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Contracts

21. Is the length of the contract amendment request

more than one year? OYes | [ONo | [XIN/A | Remarks:

22. Are amendments requested before the expiration of

the original contract? [OYes | [ONo | [ N/A | Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference [OYes | [JNo i § GEmes:
room rental which is expected to exceed $4,999.99 in
total cost?

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant [JYes

Commissioner, Staff?

D No N/A Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint ] Yes
checks and driver license checks conducted for all of

the following types of agreements:

D No E N/A Remarks:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-slte)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not Refarks: Ronaidithe namsd
limited to, all of the following types of agreements, if | [JYes | (ONo | X N/A SerserElETEIgs e EaMo]te O EIE

the contractor and/or specifically assigned personnel for 30 days or more.
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services )

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19) Uninterruptible Power Supply Maintenance and Repair
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COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page

4 of 4

27. Are all driver license and fingerprint ihformation

forwarded to Contract Services Unit (CSU), along
with the contract number for retention after :
Commander review?

[ Yes

[J No

N/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)? -

[ Yes

[ No

X N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

] No

[ N/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

X Yes

[J No

LIN/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

[J Yes

X No

CIN/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

[ Yes

X No

I N/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

X Yes

[J No

CIN/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

Yes

[J No

I N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol, |, Ch. 3, Section 3.02.1)

[ Yes

[ No

X N/A

Remarks:

36.

Does the confract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

[ Yes

[J No

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

Yes

] No

CINA

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

(] Yes

I No

X N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution. of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

] Yes

X No

I N/A

Remarks:
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Coalinga Area | Central 3 - Contracts
COMMAND INSPECTION PROGRAM inspected by: Date:

R. Brunell, Sergeant, ID 14612 12/10/08

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memarandum may be used if

additional space is required.

TYPE OF INSPECTION X Corrective Action Plan Included

[[] Division Level Command Level [ Appeal Included
[ Executive Office Level [] Attachments Included
Forward to: Commander's Signature: Date:

Follow-up Required:

N/
Yes [ No Due Date:

Inspector's Comments Regarding Innovative Practices:

None ldentified.

| Command Suggestions for Statewide Improvement:

e The functions examined in these inspections are centralized and coordinated state wide by

headquarters. The various roles and responsibilities involved in the procurement process are
split between Area’s and headquartérs units. At times, there seems to be a lack of knowledge
and understanding on how these processes actually work. For example, HPM 11.1 outlines
policy governing service contracts. The applicable chapter of this manual covers contracts
initiated by Area personnel, but there is little to no information concerning contracts which
originate through the actions of headquarters personnel. In fact, the majority of service contracts
currently in place at the Coalinga Area were initiated by Facilities Section personnel. In this
example, it would be helpful for Area level users if policy was expanded to incorporate all types of

service contracts, including statewide contracts.

[ Inspector's Findings:

Coalinga Area's service contract files were reviewed and the following items and/or discrepancies

were noted:

Executed contract documents were not on file for the Area’s photocopier and for shop
clothing.

There was no centralized computer file for all contracts administered. This practice is
recommended by policy.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

| Inspector's Findings (continued):

There was no spreadsheet prepared listing ALL expenditures. This practice is
recommended by policy.

When the current HVAC vendor, Johnson Controls Inc. bills for service other than quarterly
maintenance, they use an incorrect labor rate of $93.50. The STD. 215, Agreement
Summary, calls for labor to be billed at a rate of $92.00. Similarly, they bill for mileage for
non-quarterly service. There is no allowance for mileage in the Agreement Summary

(refer to Exhibit B, 4. Rate Scheduie).

HVAC invoice number 0811131210 was not listed on the activity log of expenditures.

There was only one CHP 78, Contract Request, on file at the Area. This CHP 78 was
recently initiated for range services and is currently being processed by Contract Services

Unit (CSU). Otherwise, Area has not prepared any CHP 78's because all other Area
specific contracts were initiated by personnel outside of the Coalinga Area, primarily Pete

Cornejo, CHP Facility Analyst. The CHP 78's prepared outside of Area are sent to CSU
for processing. Executed contracts are sent to Area without the CHP 78 attached.

A folder labeled "General” was located which contained miscellaneous approved invoices
for CAL-Card purchases or direct payments.

Numerous non-contract files and folders were located within the service contracts files.
These folders contained records for other types of procurements such as CAL-Card,

Purchases, and direct billing.

| Commander's Response:

Concur with Inspector’s findings.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT '
Page 3

| inspector's Comments:

None.

Corrective Action Plan/Timeline

Sergeant Larkin Vander Mel will be responsible for organizing all Area files related to contracts. A
centralized listing of all contracts will be created to enable quick reference to contract information
including effective dates and remaining balances. Each contract file will contain a copy of the current
contract, invoices, a log of expenditures, and documentation related to contract performance and

correspondence with the vendor. This will be accomplished by March 1, 2009.

Sergeant Larkin Vander Mel address the billing issues with Johnson Controls Inc. This will be
accomplished by December 19, 2008. :
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 4

Commander’s Basis for Appeal:

Command: Division:
Coalinga Area | Central

Chapter:
3 - Contracts

Inspected by:

R. Brunell, Sergeant, ID 14612

Date:

12/01/08

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:
Ba 25 (0 Iz]1e/0 9
Responding Commander's Signature (for appeal): Date:
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